
Administrative Fee or Rebate:   

 

The State shall be due a minimum 1 % administrative fee or rebate to be payable to 

the State of Louisiana, Office of State Procurement in exchange for the 

management and facilitation of the contract(s) resulting from this solicitation.  The 

calculation of the administrative fee or rebate includes any entity receiving contract 

pricing resulting from the awarded contracts.  The administrative fee or rebate shall 

be submitted quarterly and shall be based on the total net (gross sales minus 

returns, credits and deductions) sales made to entities located in the State of 

Louisiana under the contract.  The check is to be made payable to the State of 

Louisiana, Division of Administration, Office of State Procurement.  The check is 

to be mailed to the Office of State Procurement, Attn:  Caroline Eidson, either 

through the U.S. Postal Service to our box at:  P. O. Box 94095, Baton Rouge, LA  

70804-9095; or through a courier service to our physical location at:  1201 North 

3rd Street, Suite 2-160, Baton Rouge, LA  70802.  The calculation of the 

administrative fee or rebate shall begin immediately upon execution of the contract 

and payment shall be made in accordance with the following schedule: 

 

 Quarter  Payment Period   Payment Due Date 

 First Quarter  July 1 through September 30  October 31 

 Second Quarter October 1 through December 31 January 31 

 Third Quarter January 1 through March 31  April 30 

 Fourth Quarter April 1 through June 30   July 31 

 

IF VENDOR/CONTRACTOR IS OFFERING A GREATER ADMINISTRATIVE 

FEE OR REBATE THAN SPECIFIED ABOVE, PLEASE INDICATE THE 

PERCENTAGE HERE:  ____________% 

 

Contract Usage Reports:   

The Contractor shall submit detailed contract usage reports quarterly to the Office 

of State Procurement Contracts Manager for the contract in accordance with the 

below schedule.  Initiation and submission of the quarterly reports to the Office of 

State Procurement is the responsibility of the Contractor without prompting or 

notification by the Office of State Procurement Contracts Manager.  If these 

reports are not submitted in a timely manner, the Office of State Procurement shall 

have the right to terminate the contract. 

 

 



The specific usage report content, scope, and format requirements is available on 

the Office of State Procurement website under Purchasing/Online Forms/Vendor 

Forms:  

http://www.doa.la.gov/pages/osp/vendorcenter/forms/index.aspx.   

In addition, the person’s name who complies the report and their contact 

information shall be provided.  The Office of State Procurement reserves the right 

to request copies of any purchase orders issued against the contract. 

 

The usage reports shall be submitted utilizing this format or an equivalent format 

that has been pre-approved by the Office of State Procurement.   

 

Schedule for submittal of usage reports: 

 

 Quarter  Reporting Period   Due Date 

 First Quarter  July 1 through September 30  October 31 

 Second Quarter October 1 through December 31 January 31 

 Third Quarter January 1 through March 31  April 30 

 Fourth Quarter April 1 through June 30   July 31 


